EMPLOYMENT OPPORTUNI TY ANNOUNCEMENT

DEPARTMENTS OF THE ARMY AND Al R FORCE ANNOUNCEMENT #: ANG 2007- 05

OFFI CE OF THE ADJUTANT GENERAL

NORTH CARCLI NA NATI ONAL GUARD OPENI NG DATE: 19 Jan 2007

HUMAN RESOURCES OFFI CE CLOSI NG DATE: 20 February 2007

4105 REEDY CREEK RQAD

RALEI GH, NORTH CAROLI NA 27607-6410 ANTI Cl PATED FI LL DATE: 01 April 2007
POSI TI ON Tl TLE AND NUMBER UNI T/ ACTI VI TY AND DUTY LOCATI ON
Secretary (OA) 2637 CBCS

80032000 NCANG, Badin, North Carolina

775175

Enpl oynment Status: Excepted Service

GRADE AND SALARY (Incl Loc Pay Adj 12.64%

GS-0318-06 $32,172 - $41,823 per annum

WHO CAN APPLY: The area of consideration for this announcenent is NATIONWDE. Applications will only be

accepted fromindividuals who are eligible and willing to enlist in the North Carolina Air National
Guard, and current Excepted enpl oyees of the North Carolina Air National CGuard.

HOW TO APPLY: Interested applicants nmay apply by subnmitting an Optional Application for

Federal Enploynent (Optional Form 612), resume or any other formof application. It is

required that the Know edge, Skills and Abilities (KSA) |isted bel ow be addressed and

attached to the application. Dates reflected on the KSA’s nust mirror dates |isted on application.
The application and KSA Statenment should be nailed to the North Carolina National Guard,

ATTN. OTAGNGC- HRO, 4105 Reedy Creek Road, Ral ei gh, NC 27607-6410. It nust be received not |ater

than the closing date or if mailed postmarked by the cl osing date.

NOTE: |Information that nust be provi ded when applying for a technician position is as foll ows:
announcenent nunber; nane; address; tel ephone nunber; social security nunber, date of birth;
citizenship; education; work experience; and other job-related qualifications. For nore infornation,

cal | 919-664-6431/6172.

QUALI FI CATI ON REQUI REMENT: Must have 6 nonths specialized experi ence which denonstrates that the
appl i cant has acquired the below listed KSA's.

KNOALEDGE, SKILLS ABILITIES (KSA' S)

Bel ow are listed the KSA's for this position. Applicants nmust address each KSA individually in
paragraph format by explaining any civilian and mlitary work experience (with dates) that provided
that KSA. It is required that this statement be attached to the application. Failure to do so will
result in the applicant not being considered for this position. For nore information or assistance,
call 919-664-6172/6431.

1. Know edge of the organi zation and function, sufficient to refer visitors, tel ephone calls and

mai |l .

2. Skill in operating a typewiter. Know edge of grammar, spelling, punctuation, and required
formats.

3. Skill in taking and transcribing dictation.

4. Ability to keep supervisor’s cal endar, to arrange neetings and conferences, reserving
conference roonms and notifying all participants, typing travel vouchers and reports.
5. Ability to establish a filing system to classify, retrieve and di spose of materials.

CONDI TI ONS OF EMPLOYNMVENT: Cccupants of this position nust nmintain continuous mlitary nmenbership
in the North Carolina Air National Guard (NCANG. NCANG status (military grade, DAFSC, mlitary

unit) and experience must be entered on the application. The recommended applicant will not be
approved for appointnent until they occupy an AFSC in the NCANG shown under M Ilitary Assignnent on
t he announcenent. The applicant selected for this position will be required to participate in the

Direct Deposit/Electronic Fund Transfer Program




Announcenent # ANG 2007- 05 (Cont " d)

M LI TARY ASSI GNVENT: Assignment to a conpatible Enlisted position in a unit of the NCANG is
mandat ory, AFSC. 3A0XX

EVALUATI ON FACTORS USED: Personal interviews, review of application and the KSA Statenent.

DUTI ES AND RESPONSI Bl LI TI ES

This position is located in an Ar or Air National Guard organization or unit. |Its
purpose is to serve as the personal assistant and principal clerical and admnistrative
squor; to one or nore supervisors. Oganization(s) serviced is subdivided into

subordi nate segments which are supervised through one or nore |evels of supervision or is
of limted conplexity where extensive responsibility exists for outside coordination.

Participates in the managenment of the office by applying a good working know edge of the

organi zational functions and procedures in order to relieve the supervisor(s) of clerical and

adm ni strative support work. Receives visitors and tel ephone calls and exerci ses judgnent in
screeni ng those which can be handl ed personally or be referred to other staff personnel or divisions.
Det er mi nes when the supervisor should be interrupted. Provides information desired when routine or
procedural matters of the office are involved. Schedul es appoi ntments and makes arrangenents for tine,
participants, and |location of nmeetings in accordance with instructions from supervisor. Keeps inforned
of supervisors whereabouts to assure mni num del ay concerning inportant nmessages or visitors. Receives
i ncom ng correspondence, screens material prior to distribution, establishes controls, and follows up
for the supervisor. Reviews outgoing correspondence for proper format, conformance wth

general policy and procedural instructions, grammar, accuracy and inclusion of necessary attachnents.
Ret urns such communi cations to originator for correction. My advise and instruct subordinate offices
to obtain higher degree of conpliance with general policies and correspondence procedures. Mintains
office files of correspondence, directives, regulations, and other convenient information. Arranges
for travel, arranges visit schedules, notifies organizations and officials to be visited, nakes
reservations, and submits travel vouchers and reports. Utilizes word processing equiprment to sel ect

information from source data or type, fromplain copy or rough draft, a variety of material, including
mlitary and nonmilitary correspondence, reports, summary sheets and staff
studies, and statistical and tabular material. Perfornms other duties as assigned

I NSTRUCTI ONS TO COVMANDERS/ SUPERVI SORS: Thi s position vacancy announcenent will be given the
br oadest possi bl e dissenmination. A copy of this announcenment will be posted to your unit/activity
bul I etin board.

ADDI TI ONAL | NSTRUCTI ONS: 1. Participants in the Sel ected Reserve Incentive Programw || be

adm ni stered as prescribed by NGB Panphl et 600-15. 2. Applicants are requested to identify, on a
separate sheet of paper, their race and national origin fromone of the follow ng categories; Mle
or Femal e; American Indian or Al askan native; Asian or Pacific islander; Black, not of Hispanic
origin; H spanic; Wite, not of Hispanic origin. Subnission of this information is voluntary and
will be used in support of the NCNG Equal Enpl oynment and Affirmative Action Prograns. 3

Rel ocation expenses for current federal enployees may not be paid. Applicants will be advised in
witing at the interview 4. Mles born on or after 1 January 1960 must be registered with the
sel ective service in order to be considered for federal enploynent.

DISTRIBUTION: A B, G2, G25 H3, J-3, K3, M N12, P-9, Q W2, Y-2, R HRO1l, AGAV-1, ACGCCS-3,
DCSANG 1, DCSLOG (4-4, DCSO -3, DCSPER-3, FMCB-2, 1G 1, SCSM 1, SRAA-1, VCSOP-1

2



